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Workshop Agenda 
  Introductions  
  Inventory Introduction & Exercise 
 Assessment Introduction & Exercise 
 Wrap up 
 Site Tour 



Inventory:  What is it? 
A list of things (noun) 

or 
To create a list of things (verb) 



For cultural heritage repositories 
 A collection management activity (to 

inventory) or product (an inventory) that 
allows you to gain physical control and 
intellectual control over your holdings 



Definitions of terms 
 Cultural heritage repository 

  Any place that holds materials in any format 
that have aesthetic, historic, scientific or social 
value for past, present or future generations 

 Collection Management 
  Suite of activities performed by a collection 

manager to preserve and provide access to a 
cultural heritage repository’s holdings 

  May include accessioning, processing, cataloging, 
deaccessioning, housekeeping, shelf reading, 
digitizing 



Definitions of more terms 
  Physical Control 

  The function of tracking the storage of records 
to ensure that they can be located 

  Intellectual Control 
  The creation of tools such as catalogs, finding 

aids, or other guides that enable researchers 
to locate materials relevant to their interests 

 Holdings 
  The whole of a repository's collections  



Inventory 
A collection management activity 

(to inventory) or product (an 
inventory) that allows a cultural 

heritage repository to gain physical 
control and intellectual control 

over its holdings 



Inventory: WHY do it? 



For cultural heritage repositories 
  Improve access to collections 
  Improve preservation of collections 
  Insurance coverage 
 Disaster preparedness 





More likely 







Record Group Smythe Family Papers, 1932-1965 
Series    Poetry 
File     Poems, 1945-1961 
Item      Poem for My Dog, 1955 
Series    Photographs 
File     Photographs, 1941-1945 
File     Photographs, 1946-1950 
File     Photographs, n.d. 











Inventory:  How to do it? 



Preparing for an inventory project 
 Decide on the scope and level of the 

inventory 
  All of the holdings? Or just the backlog? Or just 

one format? 
  At what level will you create an inventory 

record?  Collection-level?  Box-level?  Item-
level? 

  Can the material to be inventoried be 
chunked?   









Some considerations 
 Have materials been accessioned? 

  If not, start by accessioning your holdings.  
Accessioning will be your preliminary inventory 

 Available time, labor, and space 
  Set a schedule, identify who is responsible 

 Can always do a more granular inventory 
at a later date 
  So start at the highest level that will give you 

meaningful information 



More preparation   
 Decide what information to collect for each 

record 
  Pick a tool in which to store the 

information you collect 
  List, spreadsheet, database 

 Gather any existing documentation 
 Decide what tools you will use as you do 

the inventory (descriptive standards such 
as Dublin Core, controlled vocabularies) 









See beyond the inventory itself    
  The records you create while inventorying 

should be able to be used as basic catalog 
records for your holdings. 

 How easy would it be to reuse, repurpose, 
or build on the inventory project you have 
designed? 

 How might this information be used in the 
future? 
  Contribute digitized images to the Delaware 

Heritage Collection 







Assessment 
Adding value 

to your  
inventory project 



General definition 
 Assessment:  evaluation or estimation of 

the nature, quality, or ability of someone 
or something  



For cultural heritage repositories 
 Collection assessment: evaluation of the 

nature or quality of your holdings or some 
subset of your holdings 
  Qualitative narrative questionnaires 

  Note fields 

  Quantitative data and comparative analysis 
  Numerical ratings 



What to assess? 
 Condition of material 
 Quality of housing 
  Physical arrangement  
  Intellectual access 
 Research value 

  Interest 
  Quality of Documentation 

  Local value 
  Exhibit value 



And at what level? (sound familiar?) 
  Decide on the scope 

and level of the 
assessment survey 



What tools should you use? 
 Need to select or develop a survey 

methodology and survey instrument 



Historical Society of Pennsylvania 
Assessment Methodology 

 Combination of qualitative and 
quantitative approach 

 Qualitative:  use words! 
 Quantitative:  numerical ratings  



Condition of material rating 
 A collection whose contents are in large part too fragile to 
handle is not really accessible.   
 This rating applies to the paper, photographs, and other 
types of materials found in individual collections 

  5.  Excellent:  little damage with no further deterioration 
expected, based on the high quality of the material. 

  4.  Very good:  little damage with some further 
deterioration possible, due to the mixed quality of the 
material. 

  3.  Good:  expected deterioration with some further 
deterioration possible. 

  2.  Fair:  somewhat worse than expected deterioration 
with some further deterioration possible. 

  1.  Poor:  significant damage/ deterioration that makes 
collection difficult to use. 















Test your methodology 
  Inventory both typical and unusual items 

and revise your methodology as you see 
fit 

 After a period of testing, do NOT keep 
changing approach; aim for internal 
consistency 

 Document what you are doing 



Why do an assessment survey? 
  Prioritize future preservation and access 

work 
  HSP’s “Collections Preservation and Backlog 

Processing Planning Project” identified what we 
should tackle FIRST 

  Impress potential funders with concrete 
information about your high value and 
most at-risk materials 
  HSP was awarded several grants AND was able 

to collaborate more effectively with other 
institutions 



Questions? 
Rachel Onuf 

ronuf@earthlink.net 


